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-; ^ ^ j Jl^b ^Jaj^l jljaJl £-ija SI jflaj 4jjfe jlu bujfe dj't Cjja, i uoIaII 



lepiace 



Find 
Find what 



Repjace 



Go To 



liiL*j| iJ>J ijjJI al "~-" 




Welcome 



H/ 



^_ 



^ifjAkJi lid ijjc >«ji -Y 

4oJI JU >$JaJ ^jj^ 

jjjj ijjtf Ld M lLILuju 

ijj 4oi£jl ^.ffi kJLAlUI 

;>s !_^S ,0 i 4i5 L "'" 1 1 






(^ 



More >> 



Reading Highlight w 






lid ljJJ >sji -T 
4iC LkAiJ Lc 2 W ,$$. [ 



Find in ▼ 



Find Next 
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^ jLi 



^fe laxJaib ^jjli^l ^ Jjjla &. j! Laj'l Edit ^^ J i±^ C^ ^\ Go to >»Sft <iUJS j 



t£JJ 



^1 ciSj C^S bl %j& t A£.^uu 44au» A^iua ^1 jiiU ^> d^»J j^V! t JA j>Jilu4jj t Ctrl + G 

^j A^ij.rtW 



\ t 



^i jaLjoj j'l JLi ^| Scroll Bar -M <-ia^u <jlaj £)i 4»^ qmA i t ♦ ^jj 4ai«a!! ^1 ljU Jl! Jjjj j 
CJljIaaJ! £±31 j ; n JL&U ^a^l jljaJl £j>a dl j^JaJ Go To >Al £& ^ ^ '••• '^^ ^ 



Find and Replace 



? X 



Find 



Repjace 



Go To 



Go to what: 



Enter page number: 



r _ _ ^A 

H a JjiJI jjjj Lid i_o5i -1 



Section 

Line 

Bookmark 

Comment 

Footnote 
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Enter + and - to move relative to the current location. E 
move forward four item^.. 






-'.Office Button u^j^ 1 ' jj <±kt*± / J^/ 

yjft <^jjaj <LaitiJ JAuuj AjJp JjUl iJC j « _ > ^Sj Jlill jlajj _ 3^&.^tl ^jaj ^ j ^fl Jja.>« jjll I JA 

_: ^a t_iujjlb jaIj^I sJa ^ki ( File 4-*^> ^ ^ *jja.>a duLS J&\ A+jhJ$\j 4-aLp 

-.'Save as j*yi — I 

cij^i j t .doc o- 4 V^j .docx ?5f^i cilaJl JlJlaj (ji Ja^MJ cij*j Y • • V Jjjj ^fl Jl&la JaiaJi La-ilc 
j Hello Word: 4laa. cila ,i Ojj£ Cut jl SL^i . djliLa >^. <> Jfij aj^JI JlJlaVI lift o'l ^ 

Laiu i J J J J i-ija. 1 1 • • • Jjbu La J\ i ljjL jL£ Y t jA cilaJl ^a. £)! &x% ci>yu fJ-J&l JlJla^b 

" , " .. ' . " ***<> 

p \jl\ 4*jj! lilLiA jLa AjL&aJl ^yflj t iala tltAj jLS \ < <Laa^ jj'^ aJI QJiiii < ftlaJI ^pij <ji .laJ CJjiaJI 

6* 
-; ^A (LjJaJl jlAuaVI ^ CJlJlJlaVI 

-: .docx-^ 

. jjSU ^Ic j jjaj V y3« AjJbd! CiUIaII ^Vmn 

-: .docm-^ 

-: .dotx -^ 

. jJ^ J& <£3r^ V j Templates ^ JLuS JaLaJ ySl! liliLail ^Jll«u 

-: .dotm -i 
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Save 



Save As ► 
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copy of the document 

Word Document 

Save the document in the default file 

format, 

Word Template 

Save the document as a template that can 

be used to formatfuture documents, 

Wordg7-2003 Document 

Save a copy of the document that is fully 

compatible with Word 97-2003. 
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;; Find add-ins, for other file formats 

ij35 uljli^l ij* ul M - 

jj^WyiiiuUiJl § Learn about addj^s to save to other 

Y**f f formats such as/"^ 
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" be. 



Send 



, Publish l» 



J Close 



%-\ Other Formats 



H 



0jj*a i_jsS uJoJI LuuJ lid 5 

pdfsixps 



Open the Save>- 

all possible file types, 










Save as 
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i \ A fjjj Jl&b ^Ja>a jA US CJljLli.1 AjSIj jfJaj <Ulc LxJall H& j ; A^Llall j^'l jA j 
^tjl-luaV) (> 4^ AijlUll A-uiLiJI dJ jflaj cij^i AJc LiJaJl Hfr j Print AcUlaSl j^'l jA ^Jj'l 
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tiUll ^Uaj ^UjJ! eJ L <u> Li^ll ^j Quick Print 4ju>«JI ^UaJl ^l j$i ^flill >»Sn Ui 
^aAual ) AjIc ^j£j cij*- ^ ill <j£*ill Ajjj <> dJL«j ^ JIl j Print Preview j-»i J4^ j^Vl >»Sfl U! 
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■ Open 
IL-J Save 



Save As 



Prepare 



CJb 



Preview arid print tire document 

Print 

Select a printer, number of copies, and 

other printing options before printing. 

fluick Print 

Send the document directly to the default 

printer without making changes, 

Print Preview 

Preview and make changes to pages before 

printing. 
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-.* Convert j^yi — r 
•fllJ j «.. o*&ji\ jj 6* 4li«u^! 4-»jUI1 aIjLJ! JllJfiM ^a fcj*j* o*j ^ J-«^ ^ 0) Ufc»tf ^ 
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Save As ► 
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3 LDOC 

4 O.DOC 
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6 access2000.doc 
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Send ► 
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Tosoft Office 
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This action will convert the document to the newest file format. The layout of the document may change. 

Converting allows you to use all the new features of Word and reduces the size of your file. This 
document will be replaced by the converted version, 

I I iDo not ask me again about converting documents! 



Tell Me More. 



OK 
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Y**V Jjjj ^caU^j ^Jc cjaxjI 4jyK 
( 'JluuII// — 4jLj£JI ) 
_. ,JU3l£ ajj -ij-ii. JjJJ cila ru$ (jl AIjLuJ) Jjjjll CJljlJLua) »^*"" JSJ cijjxa jA La£ 

. ^uiluii! jluu ^^uaS'l j-« Start 4-*^ ^} - ^ 

. All Programs £&) - * 

. Microsoft Office 2007 3%| -V 



^J Internet 

J5 Internet Explorer 


Q Catalyst Control Center ^ 
iQ CCleaner ^ 


fj AVG Ant-Spyware 7. 5 
Q Adobe Flash 9 Public Alpha 


ijjft E-mail 

EW Microsoft Office Out! 


Q FlashGet ► 
iQ Games ^ 


Q 4 in 1 Euro Dictionary 
jS) Adobe 


ES 


Q K-Lite Codec Pad ^ 


(Q Golden Al-Wafi Translator 


% Microsoft Office ► 


(jj Microsoft Office Tools ► 


■ 1 Adobe Reader 7,0 


Q Moiilla Firefox ^ 


3 Microsoft Office Access 2003 
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[S] Microsoft Office Excel 2003 


,'f J Spider Solitaire 


Q PowerQueat ParttionMagic 7.0 ► 


[tf] Microsoft Office PowerPoint 2003 


n Microsoft Office Wor 


Q Startup ^ 
Q TaskSwitehXP ► 


|flj] Microsoft Office Word 2003 
[^j Microsoft Office Access 2007 


Ipw Notepad 


Q Winamp ► 


f? Microsoft Office Excel 2007 
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Q WinRAR ^ 


^ Microsoft Office Groove 2007 


jflMi Golden Al-Wafi Trans 
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ID Microsoft Office InfoPath 2007 
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(7 Microsoft Office OneNote 2007 




^ Internet Explorer 


■ Microsoft Office Outlook 2007 




j) Outlook Express 


[@ Microsoft Office PowerPoint 2007 




Remote Assistance 
Py Windows Media Player 


£ Microsoft Office Publisher 2007 
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jlja. &ja SI £iL ^ < New jA\ J*±\ £ ' i-SLa« jLuy ^1 ^a Office Button jj J& ±L*1\ - \ 
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Templates \f 
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Search Microsoft Office Online for a te |-> 


Blank document 
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Installed Templates 
My templates... 
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Featured 


Blank document 


New blog post 




Agendas 

Award certificates 
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< i^jujjuVI Jjjj-b ij-i L$aC i_l^uJI iiLlSjoj ji'joj .j3 
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Calendars 
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Envelopes 












Faxes 












Flyers 
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Gift certificates 
Greeting cards 
Invitations 
















Invoices (v^ 
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. JUL jjja. UL jjjji! .ill £&£ ^uli»il 4ajI J* <> Ctrl + N <5jJ ^ ^-^ ^^ Uj J^ ^ - Y 

-: AJUil 4£jjMj I4J& AjUUI ■-*<•<-»; .... 4.J11 f Uu 4^iua iiL»L»i Jaj ci>ui ^H Jj±v i_iL» £iij £)i Jxj 

e AjS 4jU&! IJjj Jl Jjjj j ill gl&tfl yfl Sjlilb lajLal - ^ 

J* 
igKni ^"^j* o^ 3 *^' Wj-*a*J x« <^jlftl£ i^jLulu V (_^i^ Spacebar ?ulL«II a^j] ^ AiLuMl) jj 

"N " ' ' ' " <J** 

. Enter £bi« ^»-^\ A^ J^> JL\ JtSiJ!iU _ t 
jj2I ^ ; gj2lL.ll K?J J-* J L« J J*>^ Shift + Alt ^131. <^C iaLa! 4j jJbJVI Aillb ^USU - o 

iJjmi dip. Status Bar -N jb-y ^a Jjaj^I A*ll! qja J& LxJall dlS^j j! < AijLJ! ^JljkaJl 
-; t r ^j JlAll^ ^Ja>« jA US Alt UJjjj yjll Aiill jLjI! -*<■< 4j jIja jjj-« SI jfkj 



£gj U^fjj && r.5^J l!^ cfel^ / l> ^g ^j^ V » » V ^j^j ^ >^1 




Mark selected text as 



Arabic (Egypt) 
Arabic [Saudi Arabia) 



H 



Afrikaans 
Albanian 
Alsatian 
Arnharic 
Arabic (Algeria) 



The speller and other proofing tools automatically 
use dictionaries of the selected language, if 
available, 

Z\ Do not check spelling or grammar 
3 Detect language automatically 



J 



Default. 
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OK 
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Cancel 
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AajJ 3^ ^a Jja.>»il Backspace c^U* J*> J") ^U! ^J J ^J* ^ <j ^Mati &\ - n 

tjj^l ^> SJiSb Lfuk. jaLulaI) iai-JaJI Jjjla £fr U jblkb p& 4±*\£ AlaaJl ^uuu £)i CJJji I j) Ul 

_: J\X\s i^iii ^^ ^ shift + ^Sfc t> M^W ji 



jjjjii^^uis^ji^iu " 



t A^iuaJi jja A\f\y\\ «-ulaj «-«UjjJI ajaj ,«ja» Delete rl^i* cf^ ^xJa) aj 
^jij £ji Jl> fljjL I . ni l ^jjLjiaJl cjfelaj Paragraphs £^j £jL»I£I! jLiiiV j ji'l jjjJa Lai ^U* _V 

j«uVl Sjil! jj ^ jij'l ji t U jbik! fliS 4^IS </l ( imm ^ £b\jjttL» £fijA juJ$\ Sjil! jj J& 

0-43 ^J cil»l! J* ^ jj^b Jjjji! ^jLa i U i ^ U j**^ JaJI giji >-#! SjUll jj ^ Uaj'l 
^fe S^lj SjiS jaUI j-, Ctrl jj J* ^^ tij t^» j < ( Ctrl + A) j jj <> ^^1 ^ ^^ 

ajUil jj 
cij^i 4laa. ' '"<"' ^ <ULmJl (jjiiL CtaS I j) Lai t AiS < aUM ^i& Jj^aujb Jjjj ajAj ci^ui J-«yVt 

++^ J J J J f >& 

Jala 4±»aJ! aJA , Jc Jj^aoJL 

aj t Vji '^" ,1 *;■'■*"' jLuib ajAj ji t 4jjj£ ^ jJ) *!jLSJI <J& SjJub>4 liLaLai AJjjJaj ajj Ajjjil La JS ±vj tjj^a 
AjL^I Ajlafr 'Ijjj o'l J^ ^i WpJJa.1 ^» C^Uj.nnU tSJa j^Jaj <U£j U JS ^i Ja^S ^Sl\ AjbS ^a '|jjj 



T^ 



£gj U^fjj && r.5^J l!^ cfel^ / i> ^g ^j^ V » » V ^j^j ^ >^1 



-: Sentences Formatting J^l (j^ ' : Vjl* 

-/ Few? jjj^!_^jj± - 1 

. 4_aa2 AjjLiS LLokj j Jjfui US JjJL^ JjJJ cila ?tj£j a3 - \ 

- : Aijjxal! 4o^t £fil j AJUi! 4l»aJ! 4jU£j ^ _Y 
" Jill ^1 e jJl J*fr J*jj V » 
*ll J\ r jA\ cU J*.j2 V -: jSLill % j±lS Up UlibS J*j laa^ tjj^ 

! ! !!.... ^^a) ^A-ualj jjC. j SjJUa j«1jj UjJI 

sjjJuj ^Hi IJ! ??? LaJl I JA J1A djaju Vi -V 

_. U j^Jjj LusjI 4ju« lajJaaJI P UJI o* 3 *^ J' jty <*■% »jli<^) <jlS Ljl <jjj2jVI Jl jjj 4jlotj ajSj Uij& 

??? JajiaaJ! dli JaJ £j! jSJ j < ( Times New Roman - Tahoma - Arial ) 

&) jJV) iajj^ ^ie iajkaJ) £|jj| Jja.j ^te IjJbc.} .& 4-«jJaJ! o-yfljV) tj)j)JL^a) ^■.^".■■■>t 4j**Ub 

jjji^j ajS Oj^J^J j'j* &>» ffr* jfM Font j^l ^ Format ^-*j^ £»*j *>»>& l)' 1 J 1 ' 4-&L2& 
_: <js*iib US Home ^yj^ 1 ^ Font jlj* &j* £Aj jaa Y ♦ ♦ V Jjjjli V*^W ^ 

1 V T 



% fl " 




Home 



U - 



Insert 



'— ' Arial (Body CS) 

1 - 1 B I U I l u x x 1 l i ^ . 



Page Layout 
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<ji -i^i (_flj^i3 t 9 ja) ^± ±^-y& Ag < nM ,Je taLualb J>i t 1 aSj £jj-»JI .iJfr cifi laiJl jjj*j J^i £y* 



^ jSj £l ^^ulj V J4 Tahoma ^aaJt W>" jiaala < JajksJl <> SjjjS £tjj| ^Ip j jjsj Ciid«u} ^ajIS 

A Jjj^iib 

- : ^UllS UK2, U»aJ! ^.uaj ci>u.a ; bjSi j Jxw US Ujbiiy 4i*aJl ^fe 

AfiJI ^sJJ /)^JI JjOX Jj>^J \J 

VVV diiS (jrfuli ... U le jj ^UaJl JLJ, , ftllk) JAi 

. ( Ctrl + Shift + F ) J**) 5j3li*U ^Ujl j!ik <> U^ J^-aa^ ** 

Jj^j ia^^Li cij^jj t Y alj 2^J^I (J) 41A Jj >J "^ "-^ <J& jjjaalb ajSj <jl «^LI& u&j JaaUl jjjSjJ 

t ^ *l aSjI) Ula jjil t SjjjS fl3jb 4-ajL2 till Jj^tJj cijM< Vnj^ *Ulc. JaxJalb aS t ^ aSj^l J^J^ <^l 

IJU 



TT 



Asdl vjJj />$JI JjoX Jj>^j \J 

+ Ctrl ) cr^i* ij& teu±\ fj ; AlaaJl ^ Jjj^b £ <_pjUJl ^I^LLujI (j jJj A^Ludl ft j$j ^LiU ** 

Ctrl + Shift ) jljjVl Jc> laxJai! d^j j < juSUaSI ^jl o- jJL^ill ( jr + Ctrl ) ^UL. j 

( + P 

jLiJjl ^ a3jII <ji t aSj AJj^l i^ Luajl ia^Mluj LaS t ja£j 4U-\M >2^ <jl laa^j lJ^uj 

Ldj) JjL Y ^Sj £jj^I ^ ^jll <ji IaS t JL 4l>aJt ^v <ji Ija1\ si* laak^Lj cij^i 

.... Ldji iaaJl jji-aj j jjjSjI flL oVmn jjaLall j jjjSII A lA^ £}i £""'"" ^ (> 

??? t ^j £^b i^sj* r ^j yj*i\ J\ <ju jSi ^i ** 

SLLLaJ! J«J ^Jiluu jA j ; » JjL » ^iLS ^1 Bold i-lSl jUrii) jA j < B cija. jA JjVl Lij*l\ 

... 

JLaJI «jJj />^JI Jjox. J>5J J 

. ( Ctrl + B ) ij jj Je JaL^lt Jj> 0^ V^^l »JA ^ J>^li ^li^l ^jl r lJ&lyi) d^j ** 

jA 0^1 ' cP u ^«3 c^ 1 Italic ^-»^ jl*a3i) <Af dllJ j / J^iJl I JfJ uj^-« <ji ia^!^ ci>-a I cijA U! 



- : 4U->U ^Ua. JL£ AiLdV iaSa SUU LaJl JxaJ 
. ( Ctrl + I ) J jj ^k LxJaib ^jjli*i! AAji Jjjla ^ V-a^t • JA ^ J>-aaJ! d^«j ** 

£JajJ ^Jiluu j^i i Underline **fcl jt-3i) aA «fllJ j ( U ) J^^t % ^J^« J4^ U «-ijaJ» Ui 

_. ^uii£ i^iii zi^a i^ j*ji\ j,j2 ^ai j^i j V*«^» l«j^» J^ <*-•« e^t 

A&.U lsJI J>9jJI l-LbiT l!^9J J/ 

. ^li^l AAji ^ ( Ctrl + U ) J jj ^ LxJai! Jjjla ^ ***tfJt »JA ^fe Jj^aaJ! d^«j ** 

_: ^Uii jiaij dl J& 



TV 



w* c&». y && r. i^ J^" ife^ / 6* ^ ^4j Y . . V ^ 8 S/I ijt jiJ 



_ 



a ^ .A ^ Aa~ A' A 



D 



No Color 



Stop Highlighting 



Ye jLi 



jluaVl AjU» jUaalfl t 3U ? ti JJa £*ajl 

-la// lsJI j>9jJI Jag l _U*&J J/ 

4 

< Find jlj* £>. JU jtZA ( Ctrl + F ) ^ jj <> LxJa! l^jrf a! *Aji IJj ... J*i *^> <&k ** 

TruEft F*n# I atfnut R*1tt*nf?r. Ma i Lin ft < Reuiew - !■■"■■■ [ 




Find Rer^ace £pTo i*J Jis &os Mjj jjJI *ii«di a i 4ai£ji Lui m±£i -1 

Frid what;, welcome 



^ 







Word highlighted 1 item. To deaf highlighting, di 



,"l - ,JI \ti£t i_jJc tut«o| -T 



£tore >> X 



lift tjJc laaa| -L 




r j*^ 



Clear highlighting. 



Beading Highlight Jj Fjnd n t Fnd Next 



C.C'Se 



V. 



> 



HjghUght A(| ^— ■ 
Clear Highlighting! 






a! l±1a1\ ,J ju Aa jj£l Sj jSj* 4_Lbu» 4_aI*J 5Ua auaj AJ iliJjj IJ! dJ'l fjk 4-LjIaII siA JJljfl *Jbi A» 



.... >»*SM cjj^ 1 j^! fi ' A 
-la// lsJIjo&JI lIag fafefl/ J/ 



Y£ 



£gj U^fjj && r.5^J l!^ cfel^ / i> ^g ^j^ V » » V ^j^j ^ >^1 



J^oaj CiJS ^ Jl! Font jlj* £JJ<« J^ 0* ^tuolaJ! s JA ^ Jj^aaJl T ♦ ♦ V Jjjj ^ ■.**■"■■■■. jUicj ** 

. Font jblk! ^j Format ^*j^I ^ j!>£ 

-: Change Case A ?$j SbVI -^ ♦ 

<> cij*VI AiU jjJul ^Vuni l^JSf dlJ j i !!.. laSfi AjjJp-JVI 4*llb la& U^C VI ^Vmn V 

J\ Capital 

4-ulil! J!ii. (> t . . r Jjjj ^ l$jlfr J>uaaJ! ^I& Ujfcl dtp. ... LL1& SJjJaj £**£ ^A j t Small 

Format 

-: j JjiaJVI JIaI! o^ J .. ^jJ^VW ^1*> 4"^ ... ^-* VJ^ 
No news good news 

_: Jl&b 






1 1 ■»" 1 




- A»-||A* a t | 


fll 


_ 


Sentence case, 
lowercase 
UPPERCASE 
Capitalize Each Word 
tOGGLEcASE 






N « 



TV J£J; 'nf 1 ' 

VI t j^ j\ &*X tf <b> laxJail jfe ft < U«Jl 4JU cp j^ Sentence Case JjVl jb^-VI 

l^j.-«t AioJL Jjxj £l ^A AuiJa j £l dip. . 4-wlill dH ^ j jiVI liiljLulVI (> Li CmJaIui) j£ 

c^s^jii 

IfSid ^-aJ Small 4i*?Jl <-fjj* J£ <J**j cij«i &jb2i) Aic lowercase <y^l jb^VI ^»i 

no news good news 

-: Capital *ioJ» cijj* J£ J«J ^Ji^uu UPPERCASE d^l jb^VI 
NO NEWS GOOD NEWS 
4J*a j 4LpJl <> 4_aIS js ^a cijA Jji jjjSjI ^Jaa«u Capitalize Each Word &\J\ jbjiVI 

~i capital 
No News Good News 
-: Small ^** j ^ J£ <> lIj* Jji jJL^ii j$i JjLJI jb^yi j-Sp jA jjiVI jbikyi 

nO nEWS gOOD nEWS 

' Superscript j Subscript cfe*^ Cfi\d J^ iSJ^ * ^j &j^l -^ ^ 
jjjjSil iiMi£i ^Jli >j JaJ £)\ 9- UajSH ^ki Ui«iljJ He U±a^ UjjcI .& i .... Subscript SbVb \±ul 
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j' aixl\ 


Item 


Excel 2003 Limit 


Excel 2007 Limit 


J uC 


Columns 


256 


16,384 


' «■ — 


Rows 


65,536 


1,048,576 


^31! SjSlil! 


PC memory 


1GB 


Maximum 



•n 
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jl^aJl l^^u.n 


that Excel 
can use 




allowed by 
Windows 




Unique 
colors in a 
workbook 


56 (indexed color) 


4.3 billion (32-bit 
color) 




Unique cell 

formats/cell 

styles 


4000 


64,000 


\ - 




Conditional 

formats in a 

cell 


3 


Limited by 

available 

memory 




Levels of 

sorting in a 

table or 

range 


^3 

» 


64 




Characters 

that can be 

displayed in 

a cell 


1,024 (255 when 
formatted as text) 


32,768 




Characters 

that can be 

printed in a 

cell 


1,024 


32,768 


\ 


Cell styles 

in a 

workbook 


4,096 


65,536 




Characters 
in a formula 


1,024 


8,192 




Levels of 

nesting in a 

formula 


7 


64 


^ Cl>UUJ1 


Arguments 


30 


255 



•w 
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JMI 


in a function 






J/ll „l.Wti..ul 1 

Find All 


Items that 
can be 

found with 
Find All 


-65,000 


~1 million 


PivotTable 


Columns in 

a 

PivotTable 


255 


16,384 


Pivot field 


Items in a 
Pivot field 


32,768 


~1 million 


PivotTable 


Number of 

fields in a 

PivotTable 


255 

^V r 


16,384 






cM^yi 'l? 3 [^dJ^![ ' c&lM r^^Shortcut Keys for Navigating in Excel 



4t 



Jt^Uill 


a JaJLul) 


JUII » «, *\\ J, A ^*U tjUill 


Home 


A1 ^> 


Ctrl+Home 


Acjli tiul£ 


Ctrl+End 


J /nil 4$jj * ~.lA.*i.i.Li.« t' I'll, vi A i t o.^i j-^l 


Ctrl + Down arrow 
Ctrl + Left arrow 


CjUUj <j ^j-ac _^kl 


Ctrl+Right arrow 


aJu]i j**ii Aijj 


Ctrl+Page Down 


AijLkJi (Ja*ji Aijj 


Ctrl+Page Up 



J.^-USft .lv^-,.,,1 jljJl U!>LiJl JU^s .liaj Uij^ AijLoill dlljL^alkVI «^ <L>k SjSfll Shift rtiia J^a-lail 

Ctrl+Shift+Home . J^ 1 ^ijj J^-> <Wl— ajLl jil ^l <^jVi AjkJi <> b:iaJi <J£ -^ ^-a^ 



^r 






If- Li . ^1 


lillj Ja*] 


Ctrl+Spacebar 


UK SkMI 


Shift+Spacebar 


UK SkMI 


Ctrl++ (plus sign) 


<ji*-a (jLa-a C5^ -^-^ L l 1 "^* (J- - *--^*^ 


Ctrl+Spacebar, then Ctrl++ 


(_j4*-a (JLi-a j' UJ-^ C5^ -^_?' aC ' U»-^V 


Ctrl+- (hyphen) 


Jj^ (j-« <■ «'^> <■ oWl 


Ctrl+Spacebar, then Ctrl+- 


(Jj-li. ^ja ^jaC- i JlA^J 


Ctrl+O 


oAaCI ji ^_j-afr ?.li^V 


Ctrl+Shift+O 


1 i^-i. Aclja-^a r^yy 4 yi< A\ 'A^r-Nfl jl £ kS[ 


Ctrl+9 


t^J-iuTin (jw.i IvVW* I OjO>^i jl t 0,» f .U-^Sf 


Ctrl+Shift+9 





Afew Locations for Popular Commands 



JA\J 



I, VI 



New, Open, Print 






Close, Exit, Save As 



x 



Save 






Page Setup 

Print Area, Set Print 

Area, 



^ i^Excel 2003 



File menu 
Standard toolbar 



File menu 



File menu Microsoft 

Office Button 

Standard toolbar 

Quick Access 

toolbar 



File menu 



J l^Excel 2007 



Microsoft Office 
Button 



Microsoft Office 
Button 



Microsoft Office 
Button 



Page Layout tab, 

Print Area, Set Print 

Area, Page Setup 







M 
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Clear Print Area 




group 

Clear Print Area 

Page Layout tab, 

Sheet 

Options group 

(Dialog Box 

Launcher) 


Print Preview 


File menu 
Standard toolbar 


Microsoft Office 
Button, Print, 
Print Preview 


Undo, Redo 


Edit menu Standard 
toolbar 


Quick Access 
toolbar 


Cut, Copy, Paste 


Edit menu Standard 
toolbar 


Home tab, Clipboard 

group 

• 


Delete 


Edit menu 

7v 


Home tab, Cells 
group 


Delete Sheet 


Edit menu 

• A. 1 


Home tab, Cells 
group, Delete 


Move or Copy Sheet 


Edit menu 


Home tab, Cells 
group, Format 


Find, Replace, Go 


Edit menu 


Home tab, Editing 

group, 

Find & Select 


Header and Footer 

A 
++ 


View menu 


Insert tab, Text 
group 


Cells, Rows, 
Columns 


Insert menu 


Home tab, Cells 

group, Insert 

Worksheet 


Chart 


Insert menu 
Standard toolbar 


Insert tab, Charts 
group 


Function 


Insert menu 


Formulas tab, 
Function Library 







^o 
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group 


Name 


Insert menu 


Formulas tab, 

Defined Names 

group 


Cells, Rows, 

Columns Sheets — 

Rename, Hide, 

Unhide, Tab Color 


Format menu 


Home tab, Cells 
group, Format 


Options 


Tools menu 


Microsoft Office 

Button, Excel 

Options 


Sort, Filter 


Data menu 


Home tab, Editing 

J"oup, Sort 

& Filter 

i Data tab, Sort & 
Filter group 


Font, Font Size, 

Bold, Italic, 

Underline, Border, 

Fill Color, Font Color 


Formatting toolbar 


Home tab, Font 
group 


Align Left, Align 

Center, Align Right, 

Merge and 

Center, Increase 

Indent, 

Decrease Indent 


Formatting toolbar 


Home tab, Alignment 
group 


Currency, Percent 

Style, Comma Style, 

Increase 

Decimal, Decrease 

Decimal 


Formatting toolbar 


Home tab, Number 
group 
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Format Report 


PivotTable menu (on 
PivotTable Toolbar) 


(PivotTable Tools) 

Design 

tab, PivotTable 

Styles group 


PivotChart 


PivotTable menu 


(PivotTable Tools) 

Options 

tab, Tools group 


Refresh Data 


PivotTable menu 

PivotChart menu (on 

PivotChart Toolbar) 


(PivotTable Tools) 

Options 

tab, Data group 


Offline OLAP, 
Property Fields 


PivotTable menu 


(PivotTable Tools) 

Options tab, Tools 

group, OLAP 

Tools menu 


Hide 


PivotTable menu 


Right-click 

row/column cell 

context menu 


Select submenu, 

Label, 

Data, Label and 

Data, 

Entire Table, Enable 

Selection 


PivotTable menu 

++ 


(PivotTable Tools) 

Options 

tab, Actions group, 

Select 

menu 


Group and Show 

submenu, Hide 

Detail, 

Show Detail 


PivotTable menu 


PivotTable Tools) 

Options 

tab, Active Field 

group, 

Active Field menu 


Group and Show 

Detail 

submenu, Group, 

Ungroup 


PivotTable menu 


(PivotTable Tools) 

Options 

tab, Group group 







IV 
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Formulas submenu, 

Calculated Field, 

Calculated Item, 

Solve Order, 

List Formulas 


PivotTable menu 
PivotChart menu 


(PivotTable Tools) 

Options 

tab, Tools group, 

Formulas menu 


Order submenu, 

Move to 

Beginning, Move Up, 

Move Down, Move 

to End 


PivotTable menu 


Right-click cell 

context 

menu, Move fly-out 

menu 


Field Settings 


PivotTable menu 
PivotChart menu 


(PivotTable Tools) 

Options 

tab, Active Field 

group 

V 


Subtotals 
tab, Layout group 


PivotTable menu 


(PivotTable Tools) 
Design 


Sort and Top 10 


PivotTable menu 

++ 


(PivotTable Tools) 

Options 

tab, Sort group 

Right-click cell 

context 

menu, Filter fly-out 

menu 


Table Options 
Options 


PivotTable menu 
PivotChart menu 


(PivotTable Tools) 

Options 

tab, PivotTable 

group, 

Options 


Show Pages 


PivotTable menu 


PivotTable Tools) 

Options 

tab, PivotTable 

group, 

Options Show 

Report 

Filter Pages 
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• Agendas 

• Budgets 
• Calendars 

• Expense Reports 

• Forms 

• Inventories 

• Invoices 

• Lists 

• Planners 

• Plans 

• Purchase Orders 

• Receipts 
• Reports 

• Schedules 

• Statements 

• Stationery 

• Timesheets 
SmartArt 






N « 






V n 




\ J * 



Jjjaiia j (Jjift7» (J^-uij '"'^ i a^M j CllULiJl ?cjjJajjj Aju^atajl _jl_J_)VI j oAj^aJl AjjLnll ajjoi^)]! ^j^ ^'"J"? " C5-* 










*^_ 


In store 



Mail 



_ .. IVIdll / 

Online , / 

order *— 



S5;; 



S7CC 





Materia s 




l 


$950 


' 




r 


VJ a ge s 


^ 


v 


515CC 


' 



X 



%-^ Jb-More Functions 
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• IFERROR (Logical): 
ISERROR j If JL«iujl t> ^ iLcU^i Uai! <ij*J 
•AVERAGEIF (Statistical): 
SUMIF and COUNTIF ^b^L^l ^ V^ J=jj^l ^>JI cjVjU- j!*] 

•SUMIFS (Math & Trig): 

.o^Axlalt JjJjt-aJi £* -^lujj jU j SUMIF J^ 

• COUNTIFS (Statistical): 

e.H*lail jJjU-aJJ ^^klou lgj£] j COUNTIF J^» 

• AVERAGEIFS (Statistical): 

.SAi«UI j^u^il e ^i^ <£l j AVERAGEIF J^ 

-: (Entering Text) cjUUJI <^* <J\ <2j=^i ^^-M 1 J^4 (') 

f i - i U^ M ^ AiLial-jjluaillj SAacVI 
-Ijjjli*]) <JIa..M (^ JijJ^^ 
. (A1 )*jkJI jtiil -V 

. (A3) ^jill j^i -1 

.(Y. .A^lc) c^i -V 

_■ 4 U .^ j « 

oAj-aJI 4_iLiJl jliliL S ilill -i 

J+ ' , _ * •_. ^ 













-; dA»jx<JI i— all^ai (JIaJJ (Y) u^j-'" 

. cii^ali t_uSi J (A5) AjkJl jiii -^ 

. CJLiLi c_i&i ^ (A6)^^l jfcl -X 

. cjUjLL ±s&\ ^ (A7) ^iiJi c^i .r 

. <jL^j oaljai ( ; '"<' a3 (A8) ^.:^' j£ii -* 

. 4J^ <j^aljSi I ; "<i aJ (A9) ^ia^l J^ "° 

. OU^I JUJ c^i ^ (A10) **kJl jd -1 

-; SAacVI c>°JJ (3-^) (^) U^^^ 
C5 2 j^^ Ja%a ^ljjUaII 4a. jl (>« Tab -^*^lj B5 ^ Ja.jj JIajVI *j jjLjj ' ; i&i -^ 

(_^jU i . '•'<> 4JU1I AjIaJI ^jfl J jjIjjs ( . u£l IISa j -Y 

. D5 c^ ^_?-^ 1 h^ - r 



-: (Entering Numeric) <±£J\ liAjLuli J^M M 

Ifrjlfc 4-ljl maJI dlULaatlt s-t^V?.] <j^-«J (^ j t CllULnll **^«' a pLou] (j* ^jjouj^l L_a^Jlj (^jaall .Sj-axJl ^gA alij^H 



-; CLiU-uJl alSjl Jla.AV (t) OJJ*i 

. D9 J}B6u*L^ k*l-> 
^Jl j^>Jt Jaiy ^ (B6) ^A^i c^ f^J 1 '.'"^J* Tab f3 B6 4^Jl ^ ^ * * * ?M y?"£' -^ 

. B7 AjliJl 



jijM 


AjlaJl 


• • • 


B7 


1. . . 


B8 


v. . . 


B9 


fooo 


C6 


£♦ . i 


C7 


to, . 


C8 


A. . . 


C9 


H* 


D6 


5 . . 


D7 


w. 


D8 


^ . . 


D9 









'••*?? 






-: (Entering Formulas) ^V«ii**li JLi»a] (-+) 

CllUlnll <*^a, ~ (J^|.i (_£jaj b!)Li. ^ o^j^.^a ajfl L-lLuta. Ig-La L_a^Jl 4_L1jca]1 
(j^jiU <) I ((>Jj£i >) 4 (Sjall £3 J A ) i (<AJOlfllt /) 4 (t-J^^I *) 4 (^ jLlt -) i (<*-<^l +) 



-; cA^^U 
(<j^ljtAjl JjjiaLa jii^tij) Ajjjjuj 4_Aj£JI (f-^J (J"^*'') w] -^ 

. *luatill (;) Ju^ULi ASjil a ltlj!>UJtj(:)^ a !>UJUjjUl a lt L£UJ e lSjV SjliVl -V 

: Jii. 
. ^j^liLjLc =C9*D10 
. C15 JC9 f ^^ =C9:C15 

. Ajjlli o.laJj ^uSj jink ^a, =C10 + B7 + 3 



\M 



V««« +1... +0... + ^ . . . = ; i), 
-; 4j3U]I CJljJaiJl a^ii jjUj j$Ji CIxaia ^a*. ^jU (^Ic Jj.^U B1 ^jlait ^ <LU-Jl siA 4jt&] 

-: (°) uo* 2 
. B10^ j^ 

(_5jLoiJ (=) <L«!>lc ' ■ uSi -Y 
V , , , +1 , . . +0 . . , + ) , , . = ; J£ji]i Ij^j <LU_J| ( . n< i _V 



<H*JI j^j (B1 0) ^kJl c^ ( ^ ' * * ) t*^ 1 ^ jc V (Jl^^VI (^Ic. U ■ ?-.} -t 



X v'Ji 


=B6fB7+E3+E9 ¥ 




F 


E 


D 


c 


B 


A 






^LuUl! JS-UASj-i 


i 




iu**4^ VujasJi 4ji>ii 


2 












Y t t A ^L& 


3 














4 








-T.J-* 


jab* 


uIjj 




5 










H* 


fSJJ 


1000 


JljU^Lu! 


6 






1 * . 


£ . . i 


5000 


Abulia 


7 






IV. 


I ft ■ ■ 


6000 


4 3 I • J ^j-al jfll 


8 








1 - - 


Am 


v. - - 
t. , 


^j- lMj# 


9 










=B6+B 
B^ 


7+B3+ ^W^'J 1 ^' 


10 








11 









[ = C6+C7+C8+C9] : <y> 

UU]I diljlaaJl j^jjI Jjlj^a Jfr" <— iL*j^« ^^ 2"^ <-S^" Jj'^^ (C1 0) Uail ^ <S^l*-aJI &AA US] 



-: 0) ao* 2 

[ <tal** ^a ajIUII cj!>U.aa]I jl JLuSl ^ij] <_Sj^ (=) U!>lc ' . "^ -Y 
. [ =C6+C7+C8+C9]: lM li« ^llu^h ussl _r 

<bl**!l j^kij (C1 0) AjLsJI ^a (Y • • ol) ^i ^U j^kja JUjVI c> Jai-^J -£ 






VY 
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t_a 



i^i 



r =C6+C7+CS+C9 






■■■ ■■ 




F E 


D 


c 


B 


A 


■*- 1 *■ |1 ^ ■■ y^U* ^^w i 








*.'J_^ 4-wj£d1 4^1.>4dl 


2 








Y * * A al& 


3 




4 




i 


Jj* 


JJUJ 


- j * , -^ il 


5 








**. 


fooo 


1000 


-U i i'I 1 1 1 


6 




1 . * 


f.»t 


5000 


^UjUs 


7 




IV* 


ti»» 


6000 


^jLtfa _^s\ jSl 


B 




1 . . 


A » » » 


v * * * 


^j- lMj* 


9 




20059 


19000 


" ' ! J_LLiil . JUii 


IC 




m 




I n 



,jc. 1^*J ji&ij pj^' ^J^ 3 ' " ' J3 ^ -^3 .. *Ua^.i ^ fiJ*^ C5^1 LS-^CS-^'..^^^ U^J^ - *M^ j'j^ tj^»J 

-: (V) ou-s 
. (D 10)^1^1 j^i-^ 

JaJjjoi <J^.1.S Ajlklt <jtjj& J$bj (D6) ^.^^ cr*J W*" ^ ^ijfi 4j1^ <Jj' J**' -^ 

(ji (^^ixjj (Marquse) es-^ i-H^^j^ ■^-* J jl^uno ^LaJi Jj^ js-kyj ^liU-all 

. + A^aaJI 4-«!>lc. ( . n<i _ £ 

_ D7 U\^\ U±\\ jfci -O 

. <U*J! Jj ( D9 ^>J D8) ^Jl CjbjS^ AiLiiV (O t t) (JtjSjlaaJI Jj£ -1 

J^JJ (D10) 4jL^I C5^ ( 0l * ) f^ 1 ^ C5^ J—^' ; J^»iVl £^ LxjJai -V 



-ft. 



vr 
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t_a 



Lfe! 



=D6+D7+DB+D9 


?f 




F 


E 


D 


c 


B 


A 


~ 




iU-laJ3 JS-UAij-i 


1 






,1- -1*^^ -i* -^^ 


2 




Y * * A al& 


3 








4 








1 


J*b^ 


wljj 




5 












\*« 


t**a 


1000 


JjLiLi 


6 








1 * * 


£ * * £ 


5000 


JliUjUa 


7 








w« 


£0*4 


6000 


^jL<a [j-al jSi 


8 








v » . . 


Vj* iJ-1 J91 


9 






|=D6+D7+D8+D9 




-" ,! * i ;;-"-'' 1 jJLiii 


10 



+1 "U^ 71 J*^- 

-: iiVJlxJi Jib S>bJl Jlj^l gb^j - v 

frlja.) ^ji oJ&luuJI lg_La <— S^Jlj (FunCtiOnS) cs-^ *j*W^ Jlj^Jl <>a JJJ^l ^gJc (JjlxuSl) J-aliuJ 

A 1 > >lLl Jl j 4_LsLaLijl ' " ll U "■» ll 
^jjILaII lLaj Ijj Lai [ J^a^c- ji <— Li-al . ( "^* t5"^) C5* <*^ ^^ t*^ 2"^ ^W^b fJ^ ^ CS^ = (SUM) 
-gJiilij (_£jl«Jl (j^JJ^ <j^r' C5^ £"^ CS"^ **.. u'_?^4 ^"^ '"'J^ (BLOCK) is- Aul j ^P^joi jl J_a<4C i^ja _Ji£^ 

(J lLA\ jIjouII (jSjll (jk *jH ^gjll Ajiiit <jljJ*J 

: <Jlal 

. ( (10) a^'j' (5) ^> £*a-i > UUx^) SUM (5,10) : Ailii <-j5 -^ 
A3] ^bkJl c^bj^. g*^ > uu^) SUM (A3,H5) : b!>Lk ji ^ Sjbil -Y 

. ([ H5 ^bkJlj 
^ ^^li l£bJl ^ J* uu ~) SUM (C5:C1 0) : LOUJ 6* 15^ SjUSJ -V 

. ([C10 JlC5]i>ci^« 

^aJI ^^s^j o . Aiiai ^sii ^ y, uu^j) SUM (50,SUM(C5:C10)) 

. ([C10 J]C5]<> 



fAafo Sam Tool) : ^JU^I/^JI sjJ^b^LJ - 

: 0) lmj -3 

-; dlla> x Sail '"'^ •».;.'" i*- 4 ^ - ?^b Ls - ^ - UJ' ^ " 

. (F7)^kJl jiki -^ 
SUM (B7: ^LiSaJi J^b j^ki) fi-l^l sbi jfti c^Sn -kj>; <> -Y 

= SUM (B7:E7) ALU-ll .k^ c^ J*^ ^ u -^ 1 j^j 



v* 
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=SUM(E7:E7) 


?f 




F 


E D C 


B 


A 






■*■';■ ■'■>" JiUAiji 


1 








2 






X # * A il& 


3 








4 








l 


Jj? 


uljj 


■. iV tJ -il| 


5 








n. 


fooo 


1000 


- '' ll - .'1 - ■' 


6 


| 


=SUM(^2^) 


1 * . 


£ * * £ 


5000j 


LIjIxjIL 


7 




| SUMJnumb-erl; [numb 


er2^ ...) | 


£04 4 


6000 


ri iLj [j i-^ljii 


8 








It* 


A i « i 


V t * * 


^J- L^J^ 


9 








560 


20059 


19000 




10 








11 




jk <*Slj3l 


LpUJt p^^.^ ^>j F7 4_iLk]l 


> (9104) _*& JU.^I C Ui- laL^ 


-r 



lome Insert Page Layout Formulas Data Review View 



.(B7:E7)t>ci^» 
Recently used ^ j^ 1 P Formulas ^jf> J*- J& 

* h x 



£ AutoSum T ffy Logical T 

% Recently Used "|g. Text - 



jij^ Financial T 
Function Library 



.9 

f? Date & Time - ({j[> 



j^tS .-O Define Name T 

^ft- 1 Use in Formula 

Name 
Manager m Create from Selection 

Defined Names 



+^P Trace Precedents ^ 
■=£+ Trace Dependents ^> T 
j££ Remove Arrows w '^ 
Formula Auditing 



■ 



Watch Calculation 
Window 



Recently Used 



Browse and selectfrcm a list of 
recently used functions, 




F 


E 


D 


c 


B 


A 


; 




^l....lttt rliJ^is vi 


i 










'.^j Press Fl for more help. 






flbmll 'LwjJlZ\ IjjVuJI 2 






t * * A al& 


3 








4 








J* J 1 " 


J>j& 


uLjj 


■ i» nil 


5 








IS* 


V8S4 


1000 


•Jj-h.-h. 5 




9104 




1 . - 


i - - t 


5000 


CAxAh 


7 






\Y* 


Ut< 


6000 


ri U i J 0ja\ jfll 


S 


ti. 






1 . - 


A t t i 


v . - - 


4j _)* L^al jfll 


9 








560 


20059 


19000 


■ " - j » ^■--■'■1 . J_<ai io 



Recently used j*> ~^^-'<] ^ j^^ ,-jj ° « ~> v^.,.k jx^i (j^aij5!>U <*Sjialt oUn^i ,*-a^ L-ijllxali 

. (F8) ^> J e^M t^JJ FORMULA ^jfi t> 

Recently used j-l jS^l ^ FORMULA ^_^ ^ - Y 



: cll^^ 



VO 
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